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Subj: REDUCING THE TIME TO FILL CIVILIRH VACANCIES

During the past sewveral months, ny staff has been working with
the Reinvestmeatit in Infrastrxucture {RII] group te look at best
practices in filling ciwilian vacancies. & working group axamined
different recruitment methods, all of which are carrently available
within the Department of the Wavy (DON). The RII asked that the
working grovp's findings be forwarded.

Hany managers continue te use a tallered vacancy announcement
atrategy in order to Fill most civilian vacancies, While this is a
traditional method of recruiting, it generally is net tha moat
efficient way to hire candidates. This method is appropriate for
certain circumstances, such as complex or one—of-a-kind hiring
requirements. However, other recrultment methods exist which are more
efficient and will produce a good pool oF candidates for the manager.

The Open Continuous Register {OCE] method is a2 standard busineas
practice for laryw private gector organizations apd is very effective
when hiring for recurring or hard=to=-fill positionz. [nder this
methodology. a single wvacancy announcement is prepated and remains
open for an exteandad period of time, generating an applicant pool from
which zelections cao be made more guickly. The announcemeant can be
for a gpecific series and grade, and can be used by all DON activities
in a geographic region, as appropriate. Applicants can apply at any
time. A3 vacanties occur, the establishad applicant pool is usad to
prepare certificatea. On average, the OCR mathod will £ill a vacancy
in 50 days. :

The Inventory method is another wery effective recruiting tosl
&nd alsc a standard business practice for large private sector
srganizationz. It is similar to the OCR method except vacancy
Announcements are not regquired. The Inventory methed requires
employees to have & resuma on file in order to be properly considerwd
for a vacancy. The databaze of individual resumes iz uged te Fill
varancies at all grade levels. For example, when a request is
received, the entire candidate pool is elestronically scennad based on
the =specific wacancy requirements. Qualified candidates and resumes
are then referred to the selecting eofficial. Additionally, managers
cah always let their employees know of a vacancy and remind them teo
submit & resume. WHhile this methed is fairly new in DON, oor
experiance shows it will reduce end-to-end cycle time. As this
Precess mabturesz, that time will decrwase significantly.



another way to improve recruitment time is be ancourage employees
to apbmit electronic resumes vice hardeopy resumes=s, Elackronic
resumes seppoert the STAIRS automatwd rating and ranking program by
eliminating the need to scan mailed-in rasumes which delay the
procass, Within I¥H, electronic resumes can be sobmitted sither by
e—mail or through the Department®s Resume Buildar on the
donhrfnavy.mil wab page.

Filnally, the data shews that supervisors frequently regquest the
same position be advertised using beth merit ataffing and delegatwed
axamining procedores. The most recent data showa that approsimatsly
75% of the certificates prepared as a result of delegabtad axamining
are returned unused, meaning the supervisor selected an spployee from
the merit staffing certificete. There will bw times whan concurrent
use of thesze twe methods will be appropriate. Howewver, dus to the
level of effart regquired, this sheuld cccur only after consultation
with your Human Rascurces Office (HRD) advisor.

1 ztrongly encourage activities to employ these best practices to
meet mission nesads as we continue leooking at ways teo improwve our
recruiting cycle bime. Activities showuld periodically review their
recruitment strategies with their HRD advisora. Rdvanced planning
will allow you Eo make the best selection of options awvailable to meet

your recruiting needs.
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